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I^re»t F und Instructions for Fiscal Division 
1. Introduction 


These instructions are to implement the "Joint Regulation Tor 
fesall Purchases Utilizing Imprest Funds” dated March 10^ 1952 
Issued by the General Services Administration; Treasury 
Department , General Accounting Office; General Regulations Ifo. 103, 
First Revision, dated March 10, 1952. issued by the General 
Accounting Office; and EDO letter Ko. 737 dated April 25, 1952 
issued by the Treasury Department, Division of Disburs emen ts 
2. Purpose and Scone 

These instructions prescribe the procedure for determining the 
B*ed for an Imprest Fund, processing the designated persona as 
cashiers, securing and processing the bond, securing the initial 
advance, recording advances into the accounts, processing 
reimbursement vouchers, establishing obligations and recording 
accounting entries frost certified reimbursement vouchers. 

3* Procedure 

A. Imprest Fuad Recommendation 

The Chief, Fiscal Division, vill formally recommend to the 
Comptroller the need for an Imprest Fund, the dollar 
amount of the fund, amount of the penal bond for the cashier, 
and any special limitation on the use of the fund. The 


basis for the recoaaendation vill be the request for the 
Direst Fund together with the justification as submitted 


by the requesting overt office coupled vith historical information 
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with respect to small purchases of articles or services 

Other than personal of the requesting office as portrayed by the 

records of the Fiscal Division. 

Designated Cashier 

~ the Imprest Fund operation by 

Hse Chief, Fiscal Division, will upon the joint approval of/tbe Comp 

t roller and Chief, Logistics Office, proceed to secure fro® the 

Chief of the overt office the formal designation of the person 

by wmbo that will be the Itaprest Fund Cashier. The designation 

will be received in the original and one copy. 


The Chief, Fiscal Division, will upon the joint approval of the 
Imprest Fund operation by the Comptroller and Chief, Logistics 

if 

Office, secure from the designated Imprest Fund Cashier 
th* penal bond in the Mount approved by the Comptroller. Hire® 
copies of Bond - Imprest Fund Cashier, Form 1 6 will be forwarded 
to the designated Imprest Fund Cashier for execution and return. 
Hue original and one copy will be secured. 

Initial Mvance 

Hue Chief, Fiscal Division, will prepare for the signature 
©f the Comptroller the initial request to the Treasury 
Department, Division of Disbursement, for the designation of 
an laprest Fund Cashier and for the initial advance of funds. 

The request will be by letter addressed to the representative 
of the Division of Disbursement assigned to the Agency 
furnishing the following information:: 

ygOM.gID ENIIAlU|^^ 
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{») Heae . address, and official station of Imprest fund Cashier 
(h) Hey lip™ advance authorized to he carried 
(c) Amount of fund to he advanced 
(t) Seats of surety, date, and amount of hand 
(e> If amount to he advanced is hy check, the number and 
amounts of checks required. 

1?he original of the executed bond (For® So. 16 } will accompany 
the request to the Treasury Department, Division of Disbursement . 
S. Advance Accounts 

fee initial advance and any increase or decrease in the amounts 
advanced will he recorded in the accounts as follows: 

Debit: Account So. 1C& Cash on Hand For Disbursing - 

Imprest Fund Cashiers 

Credit: Account Ho. 3^ Accountability of Imprest Fund 

Cashiers 

Posting Media: The agent cashier checks or advice that funds 
have been disbursed by the Disbursing Officer direct to 
the cashier. 

Account descriptions for the above two accounts are attached 
as Exhibits A and B } respectively. 

F. Woiafenrsea ent touchers 

The Imprest Fond Cashier will submit reimbursement vouchers 
(Form 1129) supported with receipts in accordance with 
General Regulations Ho. 103 , a* revised. The vouchers will be 

.3- 
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waited and certified for payment in accordance with established 

procedures. 
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G - '&i&g0m 

Obligations Will be established for each mohth on data shown in 

the requesting office ! s Justification for the Imprest Fund, 

/ i / ' . ■ . 

such as, estimated average monthly expenditures . 

*♦ 

(1) ®» Accounting copy of the reimbursement voucher will be 
processed into the accounts the same as any other expense 

/ voucher for overt fund expenditures with the exception of the 
purchase of property for which accountability is to be 

/■' f established in the Stock Control Records of the Logistics 

'/ Office and the property inventory accounts of the Finance 

. /] '■ : ; ' ; ; : . 

Division. 

(2) Each reimbursement voucher submitted by an Imprest Fund 
©ashler will be examined for receipts evidencing the 
acquisition of property. The receipts evidencing acquisition 
of property will be checked against the file of receiving 

f reports which indicates that the Logistics Office {Stock 
Control Branch) has processed the property through the 
stock control and financial records. 

The accounting entries for acquisition of property 
will be: 

Debit t 91.5 Expenditures from Overt Allotments for 
Property 

, *•%«■ 
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Credit: 03.31 Appropriated Funds with Disbursing Officer 

and 

Debit ; 91.2 Unobligated Allotment® 

Credit: 91.4 Expended Appropriations 
Where the Cashier's reimbursement voucher covers property 
(object class 08 and 09) and the Fiscal Division account 
Ho. 91.5 has been charged it will be necessary that the 
reimbursement voucher have indicated the 08 and 09 items 
which have beer, charged, to account Ho. 91-5 nnd then 
forwarded to the Finance Division for the appropriate 
entries to be made in the Finance Division records. 

I. Audits 

The Comptroller will at least once each year or more often designate 
a staff employee to audit the Imprest Fund Cashier’s operations, 
or arrange for audit by the Office of Audit or other Agency 
personnel . 

4. Effective Date 

The effective date of this instruction is 1 «July 1953* 
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10% Cash op Hand for Disbursing - Imprest June! Cashiers 

Mb summary debit balance account reflects the amount of 
funds which have been advanced by the Disbursing Officer as 
accountable funds to Imprest Fund Cashiers. A subsidiary 
account will be maintained for each Imprest Fund established. 

Debits ; 

(1) Amount of the initial advance. 

(2) Amount of any increase in the initial advance. 

Credits t 

(l) Amounts returned to the Treasury Department , Division 
of Disbursement. 


Bote: Contra entry is to account Ho. 31& - Accountability of 
Imprest Fund Cashiers 
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3l6 Accountability of Imprest Fund Cashiers 

Slits mmaary credit balance account represents advances by 

the Disbursing Officer to officially designated imprest Fund 

Seshiers . A subaidiaay account will be maintained for each 

Imprest Fund established. 

Entries 

Credits: 

fl) Amount of the initial advance. 

(2) Amount of any increase in the initial advance. 

SSHDK 

Debits : 

(l) Amounts returned to the Treasury Department, Division of 
Disbursement . 


Bote: Contra entry is to account Mo. 104 Cash on Hand for Disbursing - 
Iapreat Fund Cashiers 
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